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ORDER NO. 2023-004

REQUEST OF THE FINANCESUBCOMMITTEE

UPON THE REQUEST OF THE FINANCE SUBCOMMITTEE, THE CITY OF FRAMINGHAM, THROUGH THE

FRAMINGHAM CITY COUNCIL, IT IS SO ORDERED:

The Council votes to approve the compensation and classification of the following positions

within the Planning Community Development and Conservation Department, as attached;

Economic Development Corporate and Business Outreach Manager, M8

Economic DevelopmentSpecialist and Planner, M8

Trail and Conservation Land Manager, M6

YEAS: Alexander, Bryant, Cannon, King, Leombruno, Long, Mallach, Ottaviani,

Stefanini, Steiner, Stewart- Morales

NAYS: None

ABSTAIN: None

ABSENT: All members were presentin person

PASSED IN COUNCIL: February 7, 2023

A True Record, Attest:

QM23
/

Date Approved
 

 

 

Charlie Sisitsky,Mayor

Emily L. Butler,—— City Clerk
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NEW POSITION: Economic Development Corporation and Business Outreach Manager

POSITION: Economic Development Corporation and Business Outreach Manager

DIVISION: Planning and Community Development

SALARY: M8

HOURS: Monday, Wednesday & Thursday 8:30am to 5:00pm
Tuesday 8:30am to 7:00pm
Friday 8:30am to 12:30 pm
Hours per week: 37.5 (Plus occasional evening meetings and special

events)

Statement of Duties: The Economic Development Corporation and Business Outreach Manager
serves a key role in the Planning and Economic DevelopmentDivision involving professional work
advancing the City of Framingham’s economic developmentactivities, strategies and goals, recruiting
and retaining businesses, increasing the commercial and industrial tax base, and interfacing with local
community businesses, non-profits and other city departments to maintain economically-vibrant
business districts to strategically position the City to compete regionally for economic development.
This position reports to the Director of Planning and Community Development and worksclosely with

the City’s senior staff.

Essential Functions:
The essential functions and/or duties listedbelow are intended only asillustrations ofthe various types
of work that may be performed. The omission ofspecific statements ofduties does not exclude them
from the position ifthe work is similar, related, and/or a logical assignment to the position.

1. Works to retain existing businesses and assist with expansion and otherinitiatives.

2. In coordination with the Director, plans, develops and executes the City’s economic
developmentinitiatives, including cultural arts, tourism, and event planning.

3. Attends and participates in internal and external meetings, some of which maybe before or
after normal business hours.

4. Coordinates community outreach and public participation processes for economic development
initiatives and related special events.

5. Serves as a contact for business developmentinquiries.

Plan, organize, coordinate, and facilitate special events, meetings, community forums, projects
and otheractivities related to economic development and place making programs.

7. Promote and enhance city and community efforts through technical assistance, support and
promotion including seeking grants and other funding and promotional opportunities.

8. Recruiting, managing, and directing volunteers to assist in the execution of City events,
decorations, projects, etc.

9. Purchasing all supplies needed for events, including tents, sound equipment, movie projectors,
items needed for fund raising, prizes for challenges, food and beverages, and any other items
necessary for City events.

10. Coordinate all events in such a way that they are not rushed or require excess expense dueto
inadequate planning.

11. Cultivate strong working relationships with members of the media; monitors media coverage
to assess areas of public interest and advocate for effective communications strategies

12. Cultivates community contacts and develop collaborative relations with members of the
community and representatives of community groups.



13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

2/.

Workcollaboratively to create innovative tools and resources to support City services and
projects that enable diverse and inclusive engagementand input.

Cultivates and maintains strong, professional working relationships with a range of community
stakeholders to support economic development.

Collaborates with community partners, stakeholders and City staff to develop and promote
goals and objectives contained within the City’s Economic DevelopmentAction Plan.

Develops, promotes and utilizes resources such as special events, social media, web based
applications and other tools to enhance developmentand utilization of existing business
opportunities and community programs.

Updates and publishes relevant information utilizing web based applications and other tools as
needed to promote goals and objectives of ongoing projects including available locations for
Sale or lease.

Engageslocal and state business representatives and pursues grant funding opportunities.

Participates in pre-development review meetingsto facilitate regulatory and permitting
requirements for applicants.

Provides a limited range of customer service assistance as needed to applicants throughout
the permitting process of developmentprojects.

Maintains city-wide database of economic developmentinformation including current
businesses, business leads and key contacts.

Maintains a business development tracking system on leads, inquiries, requests and projects
throughoutfull life cycle of proposals and pre-developmentactivities and prepares reports on

outcomes.

Researches analyses and trends, and prepares corresponding reports and recommendations
related to strategic economic development.

Implements businessattraction, retention and expansion programs.

Serves as a contact for businesses location/relocation searches.

Staffs Framingham Economic Development Corporation and coordinatestheir initiatives and

activities.

Manages a customerrelationship management system(CRM).

Recommended Minimum Qualifications:

Education and Experience:

Bachelor's degree with 5 years of equivalent experience is required. Master’s Degree in Planning,
Economic Development, Real Estate or related fields is strongly preferred.

Knowledge, Abilities and Skill:

Knowledge: Must possess knowledge of Massachusetts general laws and of the principle
practices of public administration, and community and economic development. Knowledge of
local, regional and area market conditions relative to economic development potential and
opportunities. Knowledge of business planning and market analysis, economic, and business

promotion.

Skills: Excellent verbal and written communication skills; Excellent interpersonal and
collaboration skills.



Abilities: Ability to promote and develop marketing materials and strategies, ability to
demonstrate a high level of resourcefulness, creativity, discretion, and negotiating skills.
Ability to establish and maintain professional working relationships with staff and supervisors
and deliver a high level of customer service to business owners, community stakeholders and
City leaders. Ability to review leases, pro forma reports, and other legal/financial documents
used in the field of real estate development, ability to maintain confidentiality, communicate
effectively, multi-task, and prioritize.

Physical and Mental Requirements;
The physical demands described here are representative ofthose that must be met by an employee to
successfully perform the essential functions of thisjob. Reasonable accommodations may be made to
enable individuals with disabilities to perform the position’s essential functions.

Physical Demands:Little or no physical demands are required to perform the work. Workeffort is

typical of a municipal office setting.

Supervisory Responsibility: No supervisory role is involved with this position.

Work Environment: The employee performs work in an office setting subject to frequent
interruptions. On occasion, the employee may be required to work beyond normal business hours.

Occupational Risk: Risk exposureis similar to that found in a typical office setting.

Supervision Required: The employee carries out regular work under the supervision of the Director
of the Planning and Community DevelopmentDivision.

Please visit our website:

https: / /ess.framinghamma.gov/MSS/employmentopportunities/default.aspx

The City of Framingham is an Affirmative Action Equal Opportunity Employer.



NEW POSITION: Economic Development Specialist and Planner

POSITION: Economic Development Specialist and Planner

DIVISION: Planning and Community Development

SALARY: Ms

HOURS: Monday, Wednesday & Thursday 8:30am to 5:00pm
Tuesday 8:30am to 7:00pm
Friday 8:30am to 12:30pm
Hours per week: 37.5 (Plus occasional evening meetings)

Statement of Duties: The Economic Development Specialist and Planner serves a key role in the
Planning and Economic DevelopmentDivision involving professional technical assistance to senior
staff and elected and appointed officials; development of new planning procedures; preparing written
project analysis; developing and managing data collection tools; and managing consultant contracts
including scope-of-work and budgets. Duties also include facilitating and administering the City of
Framingham’s economic developmentactivities, strategies and goals, recruiting and retaining
businesses, increasing the commercial and industrial tax base, and working with multiple stakeholders
to maintain economically-vibrant business districts to strategically position the City to compete
regionally for economic development. This position reports to the Director of Planning and
Community Development and works closely with the Planning and Community Developmentstaff and

the City’s senior staff.

Essential Functions:
The essential functions and/or duties listed below are intended only as illustrations ofthe various types
of work that may be performed. The omission ofspecific statements ofduties does not exclude them
from the position ifthe work is similar, related, and/or a logical assignment to the position.

1. Works to ensure Framingham is a forward-thinking, creative community that is welcoming to
innovation and a diverse business community.

2. Establishes and maintains a working knowledge of available and potentially available

commercial sites and opportunities.

3. Engageswith current and potential property owners, businesses, and the real estate
community. Builds relationships with the business community in and outside of Framingham to

attract economic development to Framingham.

4. Solicits businesses in line with City master plans to encouragetheir location in Framingham.

Facilitates the implementation of economic developmentpriorities as identified in City plans,
policies and as assigned. Converts ideas into action plans to effectuate economic development

outcomes.

6. Performs professional and administrative work for other projects as assigned.

Provides guidance related to development incentives, regulations, and application procedures.

8. Researches and creates reports to keep local officials informed of potential economic
developmentissues, problems, trends, opportunities, and economic indicators.

9. Maintains and presents economic data on businesses and commercial real estate.

10. Addresses business and civic groups on economic developmentissues.

11. Builds a network of property owners, real estate agents and developers.

12. Assists in the development and maintenance of economic development messaging and
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13.

14.

15.

Provides a range of customerservice assistance as needed to applicants throughout the

permitting process of developmentprojects.

Participates in pre-development review meetingsto facilitate regulatory and permitting

requirements for applicants.

Recommendsandassists with coordination of city capital improvements

16. Tracks developmentinterest and success.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

2/.

Attends and participates in internal and external meetings, some of which may be before or

after normal business hours.

Coordinates and participates in related special events.

Serves as primary contact for business developmentinquiries.

Cultivates and maintains strong, professional working relationships with a range of community

stakeholders to support economic development.

Reviews current policies and suggests adjustments and changesto relevant City staff.

Collaborates with community partners, stakeholders and City staff to develop and promote
goals and objectives contained within the City’s Economic DevelopmentAction Plan.

Updates and publishes relevant information utilizing web based applications and other tools as
needed to promote goals and objectives of ongoing projects including available locations for

Sale or lease.

Engageslocal and state business representatives and pursues grant funding opportunities.

Maintains a business developmenttracking system on leads, inquiries, requests and projects
throughoutfull life cycle of proposals and pre-developmentactivities and prepares reports on

outcomes.

Researches analyses and trends, and prepares corresponding reports and recommendations

related to strategic economic development.

Implements businessattraction, retention and expansion programs.

Recommended Minimum Qualifications:

Education and Experience:

Bachelor's degree with 5 years of equivalent experience is required. Master’s Degree in Planning,
Economic Development, Real Estate, Business Administration, Marketing, Communications,
Public Administration or related fields is strongly preferred.

Knowledge, Abilities and Skill:

Knowledge: Must possess knowledge of Massachusetts general laws and of the principle
practices of public administration, and community and economic development. Knowledge of
local, regional and area market conditions relative to economic development potential and
opportunities. Knowledge of business planning and market analysis, economic, and business

promotion.

Skills: Excellent verbal and written communication skills; Excellent interpersonal and

collaboration skills.
 

Abilities: Ability to promote and develop marketing materials and strategies, ability to
demonstrate a high level of resourcefulness, creativity, discretion, and negotiating skills.
Ability to establish and maintain professional working relationships with staff and supervisors
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City leaders. Ability to review leases, pro forma reports, and other legal/financial documents
used in the field of real estate development, ability to maintain confidentiality, communicate
effectively, multi-task, and prioritize. Ability to express oneself effectively in both oral and
written form. Ability and desire to work with people of various cultural backgrounds. Strong
problem-solving abilities, interpersonal skills, and diplomacy.

Physical and Mental Requirements;
The physical demands described here are representative ofthose that must be metby an employee to
successfully perform the essential functions of thisjob. Reasonable accommodations may be made to
enable individuals with disabilities to perform the position’s essential functions.

Physical Demands:Little or no physical demands are required to perform the work. Workeffort is
typical of a municipal office setting.

Supervisory Responsibility: No supervisory role is involved with this position.

Work Environment: The employee performs work in an office setting subject to frequent
interruptions. On occasion, the employee may be required to work beyond normal business hours.

Occupational Risk: Risk exposureis similar to that found in a typical office setting.

Supervision Required: The employee carries out regular work under the supervision of the Director
of the Planning and Community DevelopmentDivision.

Please visit our website:

https: //ess.framinghamma.gov/MSS/employmentopportunities/default.aspx

The City of Framingham is an Affirmative Action Equal Opportunity Employer.




